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Managing and Approving Dependents Overview

This Job Aid provides the step-by-step instructions utilized by an Agency Benefits Administrator to
generate the Dependent Waiting Approval Benefits Eligibility Audit Report. This report should be
generated and reviewed on a regular basis in order to monitor those dependents that are currently in
an “Unapproved Dependent” status. Unapproved dependents are not covered under the employee’s
selected plan coverage and must be updated to a status of “Approved Dependent” once the
applicable supporting documentation is provided by the employee. Use this report to review these
dependents pending approval and to follow up with the employee to ensure that the supporting
documentation is provided within the established timeframe.

This Job Aid also provides the step-by-step instructions utilized by an Agency Benefits Administrator
(BA) to re-open and reprocess a Benefit Event after the Benefit Event was validated and finalized.
Re-opening a Benefit Event may be required in any of the following circumstances:

e Additional dependents need to be enrolled

o Additional enrollments need to be completed

e Updates or corrections to the enroliments or dependents information are needed

o Dependents need to be updated from “Unapproved Dependent” to “Approved Dependent”
when the required supporting documentation is provided by the employee

Benefit Events should only be re-opened within their original enroliment window. Request
permission from the Office of Health Benefits (OHB) prior to re-opening a Benefit Event outside of
the original enrollment window.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the process within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Revision History
Revision Date Summary of Changes

3/1/2025 Updated the screenshots of the Search pages (Section 1, after Step 1; Section
2, after Step 1). Added reference information to the Overview of the Cardinal
HCM Search Pages Job Aid.
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Running the Dependent Waiting Approval Benefits Eligibility Audit Report

Step

Action

1.

Navigate to the Benefit Eligibility Audits page using the following navigation path:
NavBar > Menu > Benefits > Reports > Audits > Benefit Eligibility Audits

The Benefit Eligibility Audits Search page displays.

| & Cardinal Homepage ‘ Benefit Eligibility Audits

Benefit Eligibility Audits

Find an Existing Value @®Add a New Value

v Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

‘T) Recent Searches | Choase from recent searches V| / [1 Saved Searches | Choose from saved searches V‘ /

Search by: Run Control ID begins with ‘ |

“ Show more options

@

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
“Overview of the Cardinal HCM Search Pages”. This Job Aid is located on the Cardinal
Website in Job Aids under Learning.

@

If this is not the first time generating this report, always search for and use an existing Run
Control ID before creating a new one. Users cannot delete Run Control IDs once they are
created and saved. The instructions provided in Steps 2-4 assume that this is the first time that
this report is being generated.

Click the Add a New Value button.

(HAdd a New Value
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Step | Action

The Add a New Value page displays.

| & Gardinal Homepage | Benefit Eligibility Audits
Benefit Eligibility Audits
Add a New Value
Run Contrel ID ‘
3. Enter a Run Control ID in the Run Control ID field based on the following guidelines:

a. The Run Control ID must be unique and should be descriptive enough to help locate
for future use

b. Up to 30 characters are allowed

c. No blank spaces can be used. However, and underscore can be used in lieu of
spaces

d. Do not use wildcard symbols (%)

Run Control ID I I

Add

4. Click the Add button.

Run Control ID |

Add

The Benefits Eligibility Audits page displays.
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Step | Action

< Cardinal Homepage Benefit Eligibility Audits

New Window

| Benefit Eligibility Audits |

Run Control ID pEp APPROVAL RPT Report Manager  Process Monitor Run

Process Request Paramater(s)

Company (Leave Blank for All} |ABC Q| aicoholic Beverage Control
Dependent Waiting Approval
[ Retired, Tricare and TLC Employees Approaching 65
) Dependent of Retireesi Tricare, TLC employees Approaching 65
) Dependent Child Approaching 26

(] Disabled Over-Age Dependent Child

Save [ Notty | aca | [ updatemisplay ]

Help | Personalize Page

5. Select the applicable Company using the Company Look Up icon.

Process Request Parameter(s)

Company (Leave Blank for All) [ABC Q| Ajcoholic Beverage Gontrol

6. Click the Dependent Waiting Approval checkbox option.

Process Request Parameter(s)

Company (Leave Blank for All) (ABC Q| ajcoholic Beverage Control

I Dependent Waiting Approval I

O Retired, Tricare and TLC Employees Approaching 65
[0 Dependent of Retirees/Tricare, TLC employees Approaching 65
O Dependent Child Approaching 26

[ Disabled Over-Age Dependent Child

7. Click the Save button.

o [

8. Click the Run button.

[ Benefit Eligibility Audits ]

Run Control ID DEP_APPROVAL_RPT Report Manager Process Monitor
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Step | Action

The Process Scheduler Request page displays.

Process Scheduler Request x
Help
UserID  V_TRN_BN36102 Run Control D DEP_APPROVAL_RPT
Server Name [ v Run Date |04/22/2024
Recurrence v Run Time |10:43:05AM i Reset to Current Date/Time
Process List
Select Description Process Name Process Type =Type *Format Distribution
Benefit Eligibility Audits V_BN301_RPT Application Engine Distribution
o

9. The Type field defaults to “Web”. Update to “Email’, “File”, or “Printer” as desired. If “Email” is
selected, use the Distribution link to identify the email address to send the report to.

Process List

Select Description Process Name Process Type *Type *Format Distribution

Benefit Eligibility Audits V_BN301_RPT Application Engine I Web ~ I [ PDF ~ ‘ Distribution

10. | The Format field defaults based on the report being generated. Update as needed if other
formats are available for the report being generated.

Process List

8elect  Description Process Name Process Type *Type *Format Distribution

Benefit Eligibility Audits V_BN301_RPT Application Engine l Web ~ 1 I PDF VI Distribution

Refer to the HCM Reports Catalogs to identify the formats available for each specific HCM
Report. The HCM Reports Catalogs are located on the Cardinal Website under Resources.

11. Click the OK button.

Cancel

The Benefit Eligibility Audits page redisplays.
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Step | Action

< Cardinal Homepage Beneflt Eligibllity Audits G : @
Naw Wngoa | Halp | Personaize Paga

([ s ]|

Run Control D [gp_APPROVAL_RPT Report Meneger  Proosss Monilar Run

Process Request Parameter(s)

Company (Leave Blank for All) |ABC Q| Algoholic Deverage Control
Dependent Walting Approval
(I Refirag, Tricare and TLG Employses Approaching 65

) Dependent of icare, TLC empl iing 65

T Dependent Child Approaching 26

C1Disabled Over-Age Depencent Child

12. Click the Process Monitor link.

{ Benefit Eligibility Audits l

Run Control ID pEP APPROVAL_RPT Report Manager I Process Momtorl I Run

The Process Monitor page displays.
< BenemEllq\bm!yAuﬂlls' Process Monitor

Process List

View Process Request For

UserID al e | [ v 1) [oays ~| l Refresh
Sarvie ) I Q] instance From Instance To

v - o vl "

Run Status Distributon Status | | Dssconneamisn Roporthanager | Roset

~ Process List

[m][a 12002 v | ViewAl

Select Instance  Seq. Process Type ProcessName  User Run Date/Time Runstaws  efbution  pegts  actions

[ Dwesto | [aoitorgne VNIRRT [VIRNBNGID 020002 10550MEDT  [Pocesshg  [NA |Denis | vdon |
2520009 Application Engine VLRNGOIRPT  V_TRNBNGOID2  04122/202¢ 1043 05AMEDT Susoass Posted Datats v actiorss

Go back to Benefit Eligibilty Audits

13. Click the Refresh button periodically until the Run Status is “Success” and the Distribution
Status is “Posted”.
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Step

Process Monitor
| NewWindow | Help | Personalize Page «
[ Process List ]
View Process Request For
User D Q Type | v| Last - 1| ‘ Days. v‘ I reesn |
Sarver v Neme | Q| instance From Instance To | | Cloar
Run Status M Distribution Status | ) 8ave On Refrash Report Manager Reset
~ Process List
Hlla 1202 v | View Al
Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status 5:2:“""" Details  Actions
529310 | Application Engine V_BN3OI_RPT  [V_TRN_BN36102 | 0472212024 10.53.00AM EDT Processing A Details ¥ Actions
2520309 Application Engine V_BN301_RPT  V_TRN_BN36102 | 04/22/2024 10:43:05AM EDT Success Posted Dtails ¥ Actions.
Go back o Benefit Eligibility Audits
14. Click the Actions dropdown button.
¥ Process List
‘EEHQ‘ 120f2 v | ViewAl
Distribution i o
Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status ¢ Details Actions
i 1 ] i I i 1 IE 1
%2529310 i ;Applxcallon Engine V_BN301_RPT V_TRN_BN36102 ;04/22/2024 10:53:00AM EDT | Processing INA f Details ¥ Actions
i i i i i i
2529309 Application Engine V_BN301_RPT V_TRN_BN36102 04/22/2024 10:43:05AM EDT Success Posted Details ¥ Actions

Th Actions dropdown menu displays.

Process Monitor

Process List

| NewWindow | Help | Personalize Pags]

View Process Request For

UserD [V_TRN BNa61 Q] Type |

Run Status ~ Di Status. M Save On Refresh

Report Manager

~ Process List

GIIEY

Go back to Benefit Eligibility Audits

S

VI l Last V] I 1] I Days VI [ Refresh l
Serverl "] Name l Ql Instance From [ ] Instance To l ]

1-10f1 + | View Al
Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status gz:ﬁgution Details Actions
2529317 Application Engine V_BN301_RPT V_TRN_BN36103 04/22/2024 2:38:06PM EDT Success Posted Details —¥ Actinne |

Update Process >
Details

Parameters
Message Log

Batch Timings

View Log/Trace

15. | Click the View Log/Trace list item.
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Step | Action
~ Process List
E1IEY; 1101 v | Viewa
Select  Instance  Seq. Process Type Process Mame  User Run DatelTime Run Status  DOWon  pwgiis  Actions
2520317 Application Engine V_BMN301_RPT V_TRMN_BM35103 0412202024 2:36:06PM EDT Sucress Paosted Dietails ¥ Artinns

Update Process

Details

Paramatars
Motify Message Log
- Baich Timings
Wiew Lpg Trace

The View Log/Trace page displays in a new window.

View Log/Trace X
Help 4
Report
ReportID 1830988 Process Instance 2529310 Message Log
Name V_BN301_RPT Process Type Application Engine

Run Status Success

Benefit Eligibility Audits
Distribution Details

. —
Distribution Node hrtm Expiration Date | 05/22/2024

File List
Name File Size (bytes) Datetime Created
AE_V_BN301_RPT_2529310.log 359 04/22/2024 10:53:58.426295AM EDT
AE_V_BN301_RPT_2520310.trc 4,002 04/22/2024 10:53:58.426295AM EDT
DepApprove. pdf 3,205 04/22/2024 10:53:58.426295AM EDT
16. Click the DepApprove.pdf link.
File List
Name File Size (bytes) Datetime Created
AE_V_BN301_RPT_2529310.log 359 04/22/2024 10:53:58.426295AM EDT
AE_V_BN301_RPT_2529310.trc 4,002 04/22/2024 10:53:58.426295AM EDT
DepApprove.pdf 3,205 04/22/2024 10:53:58.426295AM EDT

The Dependent Waiting Approval Benefits Eligibility Audit report displays.
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Review this report to identify any dependents that are currently “Unapproved” and are pending

0 approval when the applicable supporting documentation is received. Follow up with the
employee(s) as needed to obtain the supporting documentation as dependents displayed on
this report are not currently covered on the employee’s selected plan.
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How to Approve a Dependent

Once the employee provides the applicable supporting documentation to add the dependent(s) to their
plan coverage, the applicable Benefit Event will need to be re-opened and reprocessed in order to
update the dependent(s) to a status of “Approved Dependent”. This Benefit Event could have been
triggered by:

e A Life Event manually created by a Benefits Administrator
e A Life Event initiated by the employee through Employee Self-Service (ESS)
¢ An Open Enrollment Event including the addition of dependents to coverage

Step | Action

1. Navigate to the On-Demand-Event Maintenance page using the following navigation path:

NavBar > Menu > Benefits > Managed Automated Enrollments > Events > On-Demand
Event Maintenance

The On-Demand-Event Maintenance Search page displays.

‘ & Cardinal Homepage ‘ On-Demand Event Maintenance

On-Demand Event Maintenance
Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

D) Recent Searches | Choose from recent searches V| V4 [l saved Searches | Choose from saved searches V‘ Vi

Empl ID ‘ begins with V| |

Empl Record ‘ = v| |

Last Name ‘ begins with V| |

Second Last Name ‘ begins with v| |

|
|
Name ‘ begins with V| | ‘
|
|
|

Alternate Character Name ‘ begins with v| |

~ Show fewer options

[ Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 “Overview of the Cardinal HCM Search Pages”. This Job Aid is located on the Cardinal
Website in Job Aids under Learning.
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Step | Action

2. Enter the applicable employee’s Employee ID in the Empl ID field.

Empl ID | begins with ~

Searches can also be performed using the employee’s name. However, it is recommended
0 to use the Employee ID as every employee will have a unique Employee ID.

3. Click the Search button.

Search ‘ Clear

The On-Demand Event Maintenance page displays for the applicable employee.

On-Demand Event Maintenance

The Pending Activities field displays a “0” as there are no Benefit Events for this employee
that are open for processing.

0 Activity Date Source Empl Record 1]
Schedule/Prepare Activity Pending Activities B Show Activities Action

Event ID o Event Date Status Class Event Status Update

Prepare Options Event Status

4. Click the Event Status Update button.
Activity Date Source Empl Record 0
Pending Activities 0 Show Activities Action
Event ID 0  EventDate Status Class I Event Status Update I

Event Status
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Step | Action

The Update Event Status page displays in a pop-up window.

BenAdmin Event Status Update *

Update Event Status

Event Status Update (7

Schedule ID  EMO0
EventDate 05012024 Event Disconnecied
EventlD 2
EventClass MAR Marrage
Event Priority 420
Benefit Program s,

Process Status  Finalized - Enrolled

Action Source  Manual Event
Schedule 1D EMO0

Event Date  07/10/2023
EventiD 1

Event Disconnected

EventClass HIR Initial Enroliment
Event Priorlty 100
Benefit Program g

Process Status  Finalized - Enrolled

Action Source Job Data Change

Print Option | Print Confirmation Forms Only v‘
*Process | Normal Pracessing -
*Event Status | Closed to Processing v‘

*Event Status | Closed to Processing v‘

Help =

Ben Record  {
Q 10f2 v

O Address Eligibility Changed
MuttiJob Indicator Changed
Job Eligibility Changed

U Event Out of Sequence

OFinalizelApply Defaults

O Address Eligibility Changed
MultiJob Indicator Changed

OJob Eligibility Changed

U Event Out of Sequence

OFinalizelApply Defaults
Print Option | Print Both Forms ~
*Process | Narmal Pracessing ~

Review the events listed and identify the event used to enroll the dependents.

Most of the time, you are looking for a New Hire, recent life event, or Open Enroliment event.
In this example, it is a MAR (Marriage) Benefit Event. Once the event is identified, you will
need to re-open the event to approve the dependent.

Event Status Update @

Schedule ID  EMOO
EventDate 05/01/2024 Event Disconnected
EventID 2

IEvent Class MAR Marriagel

Event Priority 420

|§‘ | 10f2 v

O Address Eligibility Changed
O MultiJob Indicator Changed
O Job Eligibility Changed
O Event Out of Sequence
O Finalize/Apply Defaults

Schedule D EMOO
Event Date 05/01/2024 Event Disconnected
EventlD 2

EventClass MAR Marriage
Event Priority 420

Benefit Program  gp

Process Status Finalized - Enrolled

Action Source Manual Event

Benefit Program g4 Print Option | Print Confirmation Forms Only vl
Process Status Finalized - Enrolled “Process | Normal Processing V|
Action Source Manual Event *Event Status | Closed to Processing vI
5. Click the Process dropdown button and select “Re-Enter”.
Event Status Update @ ‘ Q ‘ | 10f2 »

J Address Eligibility Changed
JMultiJob Indicator Changed
[ Job Eligibility Changed
CJEvent Out of Sequence
O Finalize/Apply Defaults

Print Option ‘ Print Confirmation Ferms Only -
I*Process | Re-Enter v|
“Event Status ‘ Closed to Processing vl

Rev 3/1/2025
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Step | Action

6. Click the Event Status dropdown button and select “Open for Processing”.

Event Status Update @ ‘E‘ |

10f2 v

O Address Eligibility Changed

Schedule ID  EMO00
Event Date  05/01/2024 Event Disconnected JMultiJob Indicator Changed
EventlD 2 [JJob Eligibility Changed

[JEvent Out of Sequence

EventClass MAR Marriage

Event Priority 420 O Finalize/Apply Defaults

Print Option [ Print Confirmation Ferms Only

On-Demand Event Maintenance

Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventDate  05/01/2024 Status  Finalized - Enrolled  Class  MAR Event Status Updete

Event ID 2

Event Status 0 0n for Processing

Enrollment Statemant Run Date - ——

Deduction Frequency ~ Annual Frequency

Entered  qof 4

R OFinalize/Apply Defaults

Emors

ation Statement | Run Date

[ Reprocess Process Indicator R Q|
Re-

m[ Return to Search H Notity ‘

-Enter

Benefit Program  ga|
Process Status Finalized - Enrolled *Process | Re-Enter v |
Action Source Manual Event *Event Status | Open for Processing ~ |
7. Click the OK button at the bottom of the page.
The On-Demand Event Maintenance page redisplays.
Gardinal Homepage On-Demand Event Maintenance
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Step | Action

The Status field still displays “Finalized — Enrolled”. The Event Status field now displays as
“Open for Processing”. The Process Indicator field displays an “R” for Re-Enter. Notice
that the Election Entry button is disabled.

On-Demand Event Maintenance

Person ID Ben Record 0

Activity Date Source

0 Event ID 2 Event Date 05/01/2024
Prepare Options

Enroliment Staterent Run Date
Election Entry I Entered
Validate/Finalize Errors 0
I Confirmation Statemant l Run Date

Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Empl Record 0

Igtatus Finalized - Enrolled I Class MAR | Event Status Update

I Event Status

Open for Processing I

Frequency

Deduction Frequency ' Annual Frequency

1 of 1 Show Plans

Fraro S O Finalize/Apply Defaults

I Reprocess llProcess Indicator [R Q
Re-ErﬂerI

ml Return to Search H Notify l

8. Click the Reprocess button.
Reprocess Process Indicator [R Q
Re-Enter

| Return to Search | | Notify I

11. A Confirmation message displays in a pop-up window once the automated program

completes.
Click the OK button to close the message.

Cancel
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Step | Action

The On-Demand Event Maintenance page redisplays.

On-Demand Event Maintenance

< Cardinal Homepage

On-Demand Event Maintenance

BenRecord 0

Activity Date Source Empl Record 0
Lile/Prepare Activity Pending Activities 0 Show Activities Action
EventID 2 EventDate 05012024 Status  Re-Enter Class MAR Event Sl todae
Prepare O
p P EVONESIINS o o procassing
t Run Dats

Frequency

Deduction Frequency  Annual Frequency

Show Plans
Show Emors

Entered  yof

()Finalize/Apply Defaults

Errors 0

Run Date

Process Indicator [N Q
Normal Processing

New Viindow | Help | Personalize Page

Notice that the Election Entry button is enabled.

The Status field now displays “Re-Enter’. The Event Status field still displays as “Open for
Processing”. The Process Indicator field now displays an “N” for Normal Processing.

On-Demand Event Maintenance

Ben Record

0

Event Status Updale

Activity Date Source Empl Record 0
0 Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventiD 2 EventDate 050172024 I Status Re.Enter I Class MAR
Prepare Optons
P I Event Status Open for Processing I
Encoliment Statement Run Date
Frequency
Deduction Frequency  Annual Frequency
Election Entry I Entered pof 1 Show Plans
l Vaixatle/Finalize Show Emors [IFinalize/Apply Defaults
Errors Q
Confirmation Statement Run Date
[ Reprocess fProcess Indicator [N Q
lormal Si

12. Click the Election Entry button.

I Election Entry I Entered 4 of 1 ‘ Show Plans
l Valdate/Finalze Briois 0 Show Errors
Confirmation Statement Run Date

[ ] Finalize/Apply Defaults

Rev 3/1/2025
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Step

Action

The BenAdmin Data Entry page displays with the Option Election tab displayed by default.

BenAdmin Data Entry

| Event / Participant Selection H Option Election H Dependenis [ Beneficiaries |

Sched ID  EMOD Empl ID Ben Record a Event 1D 2

EventData Q5012024 Mamage Excess Credit Rollover To  Forfeit Excess Credits

= Available Plans and Options (3

Flan Type 10 : Medical
Option Code (28 Q
CONA Care + Prev Dental (AGC0) (Family)

Health Provider 1D Previcusly Seen

DependentsBeneficiaries

Enecil &

Dependents/Bensficiaries

o

“I0 Mame E'::rﬂ;:hnm IHDNlHlFrwluur Pmsl::sly E'u:;::qrm Aga Linik Fiag
4] Q|  Ginger Snaps Spouse Spause -
a2 €@ | Finger Snaps Stepchid Child -
+
13. Click the Dependents / Beneficiaries tab.
Ewvent / Participant Seleciion ‘ | QOption Election Dependents [ Beneficiaries
The Dependents/Beneficiaries tab displays.
BenAdmin Data Entry ®
Help
Event { Participant Selection Option Election I Dependents | Beneficiaries
Sehedule ID Employee ID
EventiD 2 EventData  05/01/2024 Mamiage
Benefit Record 0 Excess Credit Rollover To  Forfeit Excess Credits
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Snaps, Ginger Spouse Unapproved Dependent 04/01194%9
Snaps Finger Stepchild Unapproved Dependent 047122019

t Data

Elections Requiring Supplemental Information

10 Medical

Enmoll Dependents

Rev 3/1/2025
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Step | Action
Review the dependents in the Dependent/Beneficiaries Currently on Record table. Note
that the dependents currently have a status of “Unapproved Dependent”.
Dependent/Beneficiaries Currently on Record
0 Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Snaps,Ginger Spouse Unapproved Dependent 04/01/1999
Snaps Finger Stepchild Unapproved Dependent 04/12°2019
Change/Add Dependent Data
14. Click the Change/Add Dependent Data link.
Dependent/Beneficiaries Currently on Record
Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Snaps,Ginger Spouse Unapproved Dependent 04/01/1959
Snaps,Finger Stepchild Unapproved Dependent 04/122019
Change/Add Dependent Data I

The Dependent/Beneficiary page displays.

Dependent/Beneficiary ®
[ Name | Address || Personal Profile | i
Person 1D
Dependent/Beneficiaries 1of2 v|| 3 | ] View Al
*Dependent/Beneficiary 1D | 01 |
Mame History Q f1 Wiew All
*Effective Date | 050172024 (i3] +=
*Farmat Type [ English b
Dispiay Neme Ginger Sns
MName | Address | Personal Profile I

15. Click the Personal Profile tab.

‘ Name H Address ‘ Fersonal Brofile |‘
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Step | Action

The Personal Profile tab displays.

Dependent/Beneficiary X

| Name H Address H Personal Profile

Sugar Snaps

Personal Profile

Dependent/Beneficiary ID 01

*Date of Birth |04/01/1999

Birth Country

EH

Medicare Entfitled Date u

Personal History

“Effective Date |05/01/2024 [i::]

I

Ginger Snaps

Person ID

(@]« [roze] (][] 1 vevs

-]
Birth Location [ \

Riders/Orders exist

Riders/Orders

1of1 ~ | ViewAll

+=

*Relationship to Employee I Spouse

*Dependent Beneficiary Type I Unappraved Dependent

*Gender I Female

*Marital Status I Married

v] As of |04/13/2024

Ensure that you are viewing the applicable dependent.

16.

Click the Dependent Beneficiary Type dropdown button and select “Approved Dependent”

Dependent/Beneficiary x

‘ Name H Address H Personal Profile 1

Sugar Snaps

Personal Profile

Dependent/Beneficiary ID 01

“Date of Birth | 04/01/1999

Birth Country

[z:2]

Medicare Entitled Date n

Personal History

*Effective Date |05/01/2024 [:z:]

I

Ginger Snaps

Person ID

@ | E]@ | View All

[+

Birth Location l l

Riders/Orders exist

Riders/Orders

1of1 ~ I ViewAll

[+]-]

[a]

*Relationship to Employee | Spouse v
*Dependent Beneficiary TypEI| Approved Dependent v |I

*Gender [ Female

M ‘

*Marital Status | Maried

o et s )
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Step | Action

17. Scroll down to the bottom of the page.

The bottom of the Dependent/Beneficiary page displays.

Dependent/Beneficiary

Medicare Entitled Date

Personal History @ |
*Effective Date |05/01/2024

*Relationship to Employee | Spouse

*Dependent Beneficiary Type \ ‘Approved Dependent

*Gender | Female

BT CoTaTon |

Riders/Orders exist

Riders/Orders

10f1 v

“Marital Status | Married

As of ‘nma/zuu

Name | Address | Personal Profile

O student
Occupation
B ysa
~ National ID
~Country *National ID Type Description National ID

| ViewAll

(+][-]

110f1 v

Primary ID

‘ usaA a ‘ ‘ PR Q ‘ Social Security Number 002-96-6293

| View Al

[+] [-]

o« e

Name Address | Personal Profile

18. Repeat these steps to update the status to “Approved Dependent” for any additional
dependents as needed and then click the OK button at the bottom of the page.

The Dependents / Beneficiaries tab redisplays

BenAdmin Data Entry

Help &

Event/ Participant Selection Qption Election [ Dependents / Beneficiaries
Schedule ID  EM0D Employee ID
Event Data

EventID 2

Benefit Record Excess Credit Rollover To

Dependent/Beneficiaries Currently on Record

Sugar Snaps
05/01/2024 Marriage

Forfeit Excess Credits

Change/Add Dependent Data

Elections Requiring Supplemental Information

10 Medical

Event/ Parlicipant Selection | Option Election | Dependents / Beneficiaries

Enroll Dependents

Name Relationship to Employee Dependent Beneficiary Type Date of Birth
Snaps, Ginger i Spouse | Approved Dependent éoamwmsa
Snaps Finger Stepchild Approved Dependent 04122019
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19.

Dependent”, click the Option Election tab.

” Event / Participant Selection

I Option Election ” Dependents / Beneficiaries

Once all dependents have been changed from “Unapproved Dependent” to “Approved

The Option Election tab displays.

BenAdmin Data Entry

Hel
Even!/ Partcipant Selection | Option Electi Dependents  Benef
Sched D EMD0 EmplID BenRecod 0 EventiD 2
EventData 05/012024 Mariage Excess Crdit Rollover To  Forfsit Excess Credits
= Avallable Plans and Options @) B v
Plan Type 10 : Medieal
Option Code |25 Q s
COVA Cave + Prov Dental (ACCE) (Faniy)
Haalth Providar 10 | Proviously Seen
Spacial Requiramants
Dependents/Beneficiaries
Enrall A
Depandents/Beneficiaries
- . Relationshipto  HoalthProvider Prewiously | Cowersd .
o L Employea D Person Typ Age Limk Fleg
o1 | GingerSnaps Spouse Spouss |—
|02 Q| Fingar Snaps Stopchilg chid

*

Refresn
Evant { Pariicipant Selection | Opiion Election | Dapendents / Bansficiaries

20.

Review the Dependents/Beneficiaries table and ensure that are applicable dependents are

enrolled. Click the Enroll All button as needed.

Plan Type 10 : Medical

Option Code

Health Provider ID |

o

COVA Care + Prev Dental (ACCO) (Family)

O Previously Seen

Special Requirements
Dependents/Beneficiaries

| Enroll All |

Dependents/Beneficiaries

"o Name

Relationship to

Health Provider Previously Covered -
Employee ID Seen Person Type Age Limit Flag
01 Q | Ginger Snaps Spouse a Spouse — |
02 Q| Finger Snaps Stepehild | [a} Child

21.

Click the OK button at the bottom of the page.

Cancel

[E=n

Event / Participant Selection |

Option Election

Depandents / Beneficiaries
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The On-Demand Maintenance page displays.

¢ Cardinal Homepage On-Damand Event Malntenanco A

On-Demand Event Malntenance

Bugar Sraps Person IO Ben Fecord o
Aciivity Dale Fource Empl Record o
Pending Activities W Aty Action
Everd ID F Event Dale 05012084 Salys  Enered Cless  MAR it

Event Status fipan for Focossing

Foury Opde Frequency

Dechsction Frequency  Anmal Frequency

Eirors a it Finalize/Apply Defsulls
R iaoess, Process Indiator M O
22. Confirm that the Status field now displays as “Entered” and the Event Status field is still

“Open for Processing”.

Evert 1D 7 EeentDale 05012004 I-val---.c Enternd I Clase MR Evial SR Updald |

I Erwrt Status I:_":l_.l:’_!_m_mﬂl

R D Frequency

Dhechac e Frosgpany el Frequancy

23. Click the Validate/Finalize button.

I Election Entry | |Entered g of Show Plans
Validate/Finalize Erors 0 Show Errors - Finalize/Apply Defaulty
Confirmation Statement Run Date
24, Once the process completes, a Confirmation message displays in a pop up window.

Click the OK button.

Process completed successfully. {(3000,530)

OK
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The On-Demand Event Maintenance page redisplays.

Gardinal Homepage

©On-Demand Event Maintenance

Sugar Snaps Person 1D BenRecord 0
Activity Date: Saurco EmplRecord 0
SchedulelPrapare Aciiy Pending Activites 0 Show Activilies Action
Prepars Options vent Statu:
e Event SIS (o ta Procesel ing

Frequency

Deduction Frequency — Annusl Fraquancy

‘Show Errors FinalizalApply Dafaults

Process Indicator N
Hormal Pracassing 0

m[ Retum to Search | Natity

On-Demand Event Maintenance

@ i @

New Windaw | Hslp | Personalize Pags

Confirm that the Status field now displays as “Finalized-Enrolled” and the Event Status field
is now “Closed to Processing”. The number of elections entered will reset back to “0 of 0.

Activity Data Saurce

Schedule/Prepane Acvity Panding Activities 0 Show Activities

Empl Record ]

Actlon

Evani Status Updaie

Normal Procéssing

m[ Retun 1o Search I Moty I

Ewent ID 2 Event Date 05412024 Status Finalized - Enralled || Class  WAR [
0 Prepare Optians Event Status ., F‘rncns'in4
Ercdlment Slatement
Pl L PR Run Date Fraquency
Daduction Frequency Annaiad Frequency
Election Entry Entercd pof o Show Plans
Validate/Finalize Errors 0 Show Emors FinalizelApply Defaults
I Confirmation Statamant l Run Data
Reprocess Process Indicator N

25. Click the Save button.

m[ Return to Search H Matify l
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